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| PREPARATION AND FILING | 
OF RETURN OF INCOME | 


RETURN OF INCOME l 


fincome is the format in which the assessee furnishes information as to his total 
s ax payable. The format for filing of returns by different assessees is notified by the 
| come Board of Direct Taxes. In short, a return of income is the declaration of income and the 
| ces + tax DY the assessee in the prescribed format. 


res VOLUNTARY RETURN OF INCOME 


0) Return by an individual, HUF, AOP, BOI or an artificial juridical person [Sec. 139(1)] 
7 Viery individual, HUF, AOP, BOI or an artificial juridical person shall file the return on or 
yore the due date, of his total income or the total income of any person (in respect of which he 
W egsable), ifthe income without giving effect to the provisions of sections 80C to 80U exceeded 
| 58° ‘mum amount which is not chargeable to income tax. 


the maxi 
> (2) Return by a Company or a Firm 
Every company or a firm shall furnish on or before the due date the return in respect of its 


income OF loss in every previous year. 
> (3) Return by Ordinarily Resident person having assets located outside India 

An ordinarily resident person (who is not required to furnish the return otherwise), who at 
any time during the previous year (a) holds, as a beneficial owner or otherwise any asset 
including financial interest in any entity) located outside India or has signing authority in any 
count located outside India or (b) a beneficiary of an asset (including any financial interest in 
any entity) located outside India, shall furnish on or before due date a return in respect of income 
loss for the previous year. 
> (4) Return on behalf of a Charitable Trust, etc. 

If the total income of a charitable or religious trust (without deducting exempted incomes 
under sections 11 and 12) exceeds the non-taxable maximum limit, it shall furnish a return of 
income for the previous year on or before the due date. 
> (5) Return on behalf of a Political Party 
i The Chief Executive Officer of every political party, if the total income of the party (without 
rating exempted incomes under section 13A) exceeds the maximum amount which is not 
targeable to tax, furnish a return of income of the previous year on or before the due date. 
> 

(6) Return by other Persons 


If the total income of a person (without giving exemption under section 10) exceeds the 
oe amount which is not chargeable to tax, furnish a return of income of the previous year 
before the due date. 
MANDATORY REQUIREMENT TO FILE RETURN OF INCOME 
Jar eas shall be mandatorily required to file his return of income, if during the previous 
fe has : 
') deposited more than 7 1 crore in one or more current account maintained with a bank 


(ii or a cooperative bank; or ere 
red more than % 2 lakh for himself or any other person for travel to a foreign ; 
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604 ere _ 
(iii) incurred more than 7 1 lakh towards payments of electricity bill; or | 
(iv) he fulfils such other conditions as may be prescribed [w.e.f. Assessment Year 2020-21), 
(v) Person being Resident other than RNOR, having any asset located outside India or 
signing authority in any account located outside India or 18 beneficiary of any asset 
located outside India. 


(vi) Individuals, HUF's, AOPs or BOIs and artificial juridical persons having total income 


exceeding basic exemption limit before giving effect to the provisions of Chapter VI-A 


or exemption u/s 54/54B/54D/54EC or 54F. 


(Sec. 139(3) 


> Return of Loss , ; 
If any person who has sustained a loss in any previous year under the head ‘Profits and 


Gains of Business or Profession’ [Non-speculative business (Sec. 72), speculative business 
(Sec. 73), Specified business (Sec. 73A)] or ‘Capital Gains’ (Sec. 74) or owning and maintainin, 

race horses (Sec. 74A) and claims that the loss should be carried forward, he should furnish a 
return of loss on or before the due date. If the return of loss is not filed up to due date, the loss 


cannot be carried forward and set-off. S 
71B), unabsorbed depreciation [Sec. 32(2)], unab- 


However, loss from House Property (Sec. ; 
sorbed capital expenses on scientific research (Sec. 35) and unabsorbed capital expenses on family 
planning [Sec. 36(1)(ix)] can be carried forward and set-off even the return has not been filed. 


are required to be audited, under this Act or any other law—31st October o 
the Assessment Year; (extended to 30.11.2021 for the Assessment Year 2021-22) 
(b) Assessee who is required to furnish a report from C.A. regarding international 
transaction (u/s 92E)—31st October of the Assessment Year; (extended to 30.11.2021 
for the Assessment Year 2021 -22) ; 
(c) In any other case—31st July of the Assessment Year. (extended to 30.09.2021 for the 


Assessment Year 2021-22) 
(d) Due date of filing of Belated or Revised ITR from Assessment Year 2021-22 onwards is 31st 


December of the Assessment Year or before completion of assessment, whichever is earlier. 


NOTICE UNDER SECTION 142(1)(i) BY PRESCRIBED 

INCOME TAX AUTHORITY 

> Notice where Return Filed 

Assessing Officer/w.e.f, Assessment Year 2021-22, Prescribed Income Tax Authority may 
serve notice on any person, who has furnished a Return u/s 139/115WD requiring him as under 
Conditions i 
Books should not relate to a period more than three 

ears prior to the previous year. 
Prior approval of JCIT is necessary before requirinz i 


Statement of Assets and Liabilities, as may be | the Assessee to furnish a Statement of Assets and. 
required by the Assessing Officer. Liabilities not included in the books of accounts. 


Inquiries [Sec. 142(2)] : The Assessing Officer can make such inquiries necessary fo 
obtaining full information regarding income or loss of any person. a 


WHICH ITR FORM IS APPLICABLE TO WHOM? 


Requirement 
To produce required accounts and documents. 


To furnish such information in writing, including a 


diy `a 
resident) having total income upto ¥ 50 lakh, having Income from Salaries, one house 727 9eT WY 
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a 
EEE NU FILIN Ta 
ITR-2 is for Individuals a G OF RETURN OF INCOME — 
e 


form 4 
ines or profession. 


pus Form ITR-3 1 


o Form ITR-5 is for 
; pers 

arson filing Form ITR-7. Further F other than : (i) indi 
Fmption under section 11. orm ITR-6 is for Co 

eForm ITR-7 is for persons i 

ns includi 
iat) aaa aoa or 139( De ta required to furnish 
= ere th f 18 retu š 

IR-3, ITR-4(SUGAM), ITR-5 sa > the Return of Income i rn unde sections 
led but NOT verified electrons ieee ae 
onically. f "a 


> Preparation of Return Manually 
The assessee should 
T 5 choose th 
(ndividual, Firm, Company et e return of income keeping in vi 
fle his return acteanieaily te : ra falls and the sources of hese a Ne nee oe 
, prepare his return manually, er it 7 a ake 
, verify it and deposit it in the 


Income Tax Office. 
Ifthe assessee is requi i 
quired to file his return electronically, it is suggested that he sh 
, at he should fill 


the return form manuall . 
y so that at the time of filling the form on-line, there i h 
, eis no hustle. 


MANNERS OF FURNISHING THE RETURN OF INCOME 


d 
umn 
[Notif ication No. SO 1006(E) Dated 30.3.2017 (Rule 12) 


vidual (ii) HUI i O p ny and 1V 
anh (iii) 
’ compa i 


(iv) thereof : 
Fig tr 
erso iti 
n Condition Manner of furnishing return of income 
(iv) 


" (ii) Gi) 
. | Individual or (a) A i 
ccounts are required to be | Electronicall igi i 
under section 44AB ofthe | ture yonder ae Sp- 


Hindu un- i 
nite audited 
ded fami- Act; 
y e ; 
(b) An individual resident of India |(A) Electronically under digital sig- 
nature; or 


and of the age of 80 years or more 


during the previous year; |(B) Transmitting the data in the 
return electronically under 


at’ 

any time 

who furnishes the return in Form 

No. ITR-1 (SAHAJ) or Form No. electronic verification code; or 

ITR-4 (SUGAM). (C) Transmitting the data in the 
return electronically and there- 

after submitting the verification 

of the return in Form ITR-V; or 


Paper form. 
Electronically un 
ture; or 
(B) Transmitting the data m the 
electronically under 

ic verification code; or 
Transmitting the data in te 
si ectronically and there- 
he verification 

N. 


der digital signa- 


) In any other case 
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“INCOME TAX 


SI F Condition Manner of furnishing return Of ines . 
k erson | Jea Nina ae 
(i i (iii) on 
2 Company Ta all cases: Electronically under digital signature” 
Form ITR-6 i ans 
3. | A person re- | (a) Incase ofa political party Electronically under digital signature, 
quired to fur- (A) Electronically under digital gio. ~ 
nish the (b) In any other case bare izna. 
retum in (B) Transmitting the data in 
Form ITR-7 return electronically a 
electronic verification code; or 
(C) Transmitting the data in the 
return electronically and there- 
after submitting the verification 
of the return in Form ITR-V. 
4. Firm or \(a) Accounts are required to be | Electronically under digital signa. 


limited liabi- 
lity partner- 
ship or any 
person (other 
than a person 
mentioned in 
Sl. 1 to 3 
above) who is 
required to 
file return in 
Form ITR-5 


audited under section 44AB of the 
Act. 


ture; 


(b) In any other case. 


(A) Electronically under digital signa- 


ture; or 
(B) Transmitting the data in the 
return electronically under 


electronic verification code; or 

Transmitting the data in the 
return electronically and there- 
after submitting the verification 


(C) 


of the return in Form ITR-V. 


tL 


STEPS FOR E-FILING OF INCOME TAX RETURN 


. Visit www.incometaxindiaefiling.gov.in 


. Select the required ITR Form and download Return Preparation Software for the 
selected Form. 


. Prepare your return offline at your convenience and follow simple steps to upload your Return. 
. On successful upload take the print of the acknowledgement form if the Return is 


digitally signed or under electronic verification code. 


the print of ITR-V Form (two copies). 


. In case the Return is not digitally signed, or under electronic verification code, take 


. Send one copy ITR-V Form duly signed and verified by Ordinary Post or Speed Post 


within 120 days from the date of filing of the Return at the following address : 
Income Tax Department, CPC 
Post Bag No. 1, 
Electronic City Post Office, 
Bengaluru-560100 (Karnataka). 


> Facilities provided by the Department for e-filing of |. T. Return : 


1. Calculation of tax and interest through Return Preparation Software. 

2. View Tax Credit Statement (26AS) of all taxes paid and deducted, without registration 
3. Check processing status of your e-filed Returns online. 

4, Get refund through Refund Banker Scheme. 
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[ian PREPARATION AND FILING 


advantages of @-fillng of Return : 
1. Convenient and secure online 
9, Available anytime, anywhere, 
3, Higher Data accuracy, 
4, Faster processing of Returns a 


5, E-filing of Return is Paperless 
Note: Ondine filling of return of income, digital s 
class. 


OF RETURN OF INCOME 
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transaction, 


nd Quicker Refunds, 


It saves tre 


, es and i 
ignature environment, 


and di i al verif atio ode, w. 2e e practical 
g enficati ne Je, ill be taught in th i 
practica 


Ac . ( ) ivi 


, TYPES OF E-FILING 
Here are the different ways in which assessee can e-file income tax ret : 
Assessee can use a Digital Signature Certific paaa 
made mandatory to file income tax forms usin 
chartered accountant. 


In case assessee want to e-file income tax returns without DSC, an ITR V form is generated 
which should then be printed, duly signed and submitted to CPC, Bangalore. This document 
must be sent by ordinary post or speed post within 120 days from the date of e-filing. 

As taxpayer, assessee can also e-file income tax returns through an E-return Intermediary 
(ERI), with or without DSC. 


PARTIES WHO FILE INCOME TAX RETURNS 
Filing income tax returns online is a simple and can be done by most assessees : 
è Assessee with a cumulative income more than Ẹ 5 lakh. 
Individual/HUF resident with assets located outside India. 
An assessee as to provide returns under section 139 (4B) (ITR 7). 


ovide a notice under Section 11(2) (a) to the assessing officer. 


Assessee needs to pr i 
An assessee required to furnish a report of audit specified under sections 10(23C) (IV), 


10(23C) v), 10(23C) (VD, 10(23C) (via), 10A, 12A (1) (b), 44AB, 801A, 80IB, 801C, 801D, 
80JJAA, 80LA, 92E or 115JB of the Act. | 
© A firm that does not fall under the provisions of section pau AOP, BOI, Local 
Authority (ITR 5), Artificial Juridical Person or Cooperative Socie y. : - 
© Aperson who dnin relief under sections 90 or 90A or dedacanne ie a : ae 
i i igning authority in any account, 
® Aperson whois a resident andhas the signin 


Outside India. 


® All companies. ee 
* Cheek tas ret - Form 24S 0e FOr Aen ide an 
fe ee at ae employer to the income ta 
and depo incom 
Suad ae aooi sure that the tax deducted from ae e 
ways wise tioned in Form 26AS. If asse ae department. 

with the amount men X to get a notice from the income 

e 


errors, assessee are lia 


ate (DSC) to e-file tax returns. It has been 
g Digital Signature Certificate (DSC) by a 


Re 
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e that assessee check Form 
sight into the amount of tax 
x department. It is 
e as per Form 16 matches 
turns without rectifying 
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~ INCOME TAX l 


When filing income tax return online or physically, it is always a good idea to be prepared. 
The below mentioned details serve as a checklist to help assessee get started with the e-filing 
of income tax returns. 


> General details that would be required 


> Reporting Income from Salaries required 
@ Rent receipts for claiming HRA, 


Claim 80G, savings certificates and other deductions : Assessee can claim q ie 
under section 80G on donations made to charitable institutions, relief fung ction 
important to note that all donations are not eligible, donations into Prescribed. : 
only become eligible. Another point to note is that contributions made upto % 9 
cash are eligible for claiming deductions. If one wants to make a higher donatio 
to be made through cheque or demand draft. 

Interest statement - Interest on savings accounts and fixed deposits : On interest ea 

on savings accounts, a deduction for up to = 10,000 is allowed. Nonetheless, the inter 
earned on bank deposits becomes a part of taxable income and is taxable at applicaby 
slab rates. : 
In addition to the aforementioned statement, assessee must have the documents i 
hand : è Last year’s tax returns, * TDS (Tax Deducted at Source) certificates, « Bank 
statements, * Profit and Loss Account, Balance Sheet and Audit Reports, if applicable, 


DOCUMENTS REQUIRED TO FILE INCOME TAX RETURN 


v Ig 
funda 
3009 in 


Bank account details, 
PAN. 


Form 16, 
Pay slips. 


> Reporting Income from House Property required 


Address of the house property. 


Details of the co-owners along with their share in the mentioned property and PAN 
details. 


Certificate for home loan interest. 


The date when construction was completed, in case an under-construction property Wa 
purchased. 


Name and the rental income of the tenant, if the property is rented. 


> Reporting capital gains required 


There is a requirement of a stock trading statement with purchase details, in case there 
are capital gains from selling the shares. 


If a house or property is sold, assessee must sought sale price, purchase price, details 
of registration and capital gain details. 


Mutual fund statement (details), purchase and sale of equity funds, debt funds, 
and ELSS. 


SIPs 


> Reporting Income from other sources required 


The income from interest is reported. In case of interest accumulated in s*”™® 


_ account, bank account statements are required, 
Interest income from tax saving bonds and corporate bonds must be reported. 


The income details earned from post office deposit must be reported. 
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te EN AND FILING OF RE 
Se FILING ae OF RETURN OF INCOME g 
INCOME TAX RETURNS ONLINE 


HOW TO FILE 

, E-RET 

filing income tax returns has never been easier Ales hr ] 

assessee can seamlessly conduct the process: ` bi 


Ali tax return i 
ọ Fill income tS 8 offline an : 
www.incometaxindiaefiling goyin d upload XML on the official website which is 


o Make necessary preparation and Submit ITR 1 online. 
NEW TAXPAYER-FRIENDLY E-FILING PORTAL 


LAUNCHED BY THE INCOME TAX DEPARTMENT 
(on 7th June, 2021) 


low mentioned steps 
an 


e Highlights of the New Partal 

The Income Tax Department has launched its n 
ith June, 2021. The new e-filing portal (www.incom 
savenience and a modern, seamless experience to 

e New taxpayer friendly portal integrated 
Returns(ITRs) to issue quick refunds to taxpayers; 

o All interactions and uploads or pending actions will be displayed on a single dashboard 
for follow-up action by taxpayer; 

o Free of cost ITR preparation software available with interactive questions to help 
taxpayers for ITRs 1, 4 (online and offline) and ITR 2 (offline) to begin with; Facility 
for preparation of ITRs 3, 5, 6, 7 will be made available shortly; 

@ Taxpayers will be able to proactively update their profile to provide certain details of 
income including salary, house property, business/profession which will be used in 
pre-filing their ITR. Detailed enabiement of pre-filing with salary income, interest, 
dividend and capital gains will be available after TDS and SFT statements are uploaded 
(due date is June 30th 2021); 

© Newcall centre for taxpayer assistance for promt response to taxpayer queries. Detailed 
FAQs. User Manuals. Videos and chatbot/live agent also provided; l 

® Functionalities for filing Income Tax Forms, Add tax professionals, Submit responses 
to Notices in Faceless Scrutiny or Appeals would be available. 

* Pre filed ITR Forms poems center’ a a ae dividend income, and 
_ ease filing of returns, details of capital gains er Pe aer redka Tilt 
terest from banks, post office, etc. will now be pre-file a reflected on basis of Form 16, but 
mt was available for Salaried employees where Income 


the scope has been expanded. NS ONLINE 


UR 
STEPS TO FOLLOW TO FILE scan as with the following steps : 
ce ‘ e . yebsite. 
ao ate T income has eneTaxindiaeFiling gov and register on the website 
egin with, log on 


user ID. 2 
Permanent Account Number (PAN) sat or Form 96AS. The TDS in icone sl t 
dit eos’ assessee must correct the diser oji ae 
ae ee the financial year assessee ‘i 
forms an 


taxpayers : 
with immediate processing of Income Tax 


Ow, assessee can view tax cre 
tally with the figures in Form 2 
lick on the income tax return 
` file returns for. 
“hen, assessee need to downlo a 
Ncome ( Agricultural income) excee 


: scessee. If exempt 
‘oh applies to assessee A 
ad the ITR Gn appropriate form will be ITR 
z 5,000, 
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i INCOME TAX O i 


> Steps to File ITR1 and ITR4S Online 
Assessee can submit assessee ITR 1 or ITR 4S forms by uploading XML on the official 
website or by online submission. The below 


assessee : 


A couple of facts need to be considered when filing income tax return 
comprehensive list of all of them : 


as their ‘middle’ name in their PAN 


However, assessee can complete the process on the portal itself, by using the « > 
o-file ITR’ link, if the applicable form is ITR-1 or ITR 4S. Quick 
Next step is to open excel utility, which is the downloaded return preparation soft 

and enter all the details in the form using Form 16. Ware 


Calculate and get an estimate of the tax payable amount by clicking the ‘calculate tay’ 


tab. 

Now, if applicable, pay tax and fill i 
Confirm all the information provide 
Download this in an XML file and sav 
Then, go to ‘upload return’ on the port 


n the challan details. 
din the worksheet by clicking on the ‘validate’ tah 


e it on desktop. 
al’s panel and upload the saved XML file. 


A pop-up will be appear, requesting to digitally sign the file. In case assessee have digita] 
signature, then, select ‘Yes’. In case assessee have not got digital signature, select Ng, 
ITR Verification (ITR-V), which is the acknowledgment form will be generated in a 
downloadable format. 

Generate a printout of the form ITR 


Send this form to the Income-Tax Depa 
Post Office, Bangalore, 560100, Karnataka, by ordina 


of filing returns online. 


-V and sign it only in blue ink. 


rtment-CPC, Post Bag No. 1, Electronic City 
ry or speed post, within 120 days 


mentioned steps should be able to guide the 


Login to e-Filing application. 
Go to ‘e-File’ and click on ‘Prepare and Submit ITR Online’. 

Choose the Income Tax Return Form ITR 1 or ITR 4S and enter the assessment year. 
Complete the details and then click on ‘Submit’ and select ‘DSC (Digital Signature 
Certificate)’, in case it’s available. Now, click on the ‘Submit’ button. 

Once the submission is done, acknowledgement detail is displayed. 

Click on the link to view or take a printout of the acknowledgement or ITR V form. 
In case assessee wish to use DSC, assessee will have to register it in the e-filing 
application. Simply log into the e-filing website of the income tax Department an 
update the ‘Profile Settings’ section. Under this section, assessee need to select ‘Register 
Digital Signature’ Certificate and download the ITD e-Filing DSC Management Utility. 
It is worthy to note that for Assessment Year 2021-22, ITR 1 to 4 can be filed using 
single JSON Utility (as Excel & Java version of ITR utilities has been discontinu? 
from Assessment Year 2021-22). 


THINGS TO KEEP IN MIND WHILE E-FILING , 
s online. Heres s 


statements iS differ 1i ) 
consider assess? c. 
their fat er's nasa 
e for their ” 


In case name which is mentioned in bank documents or official 
from the one given in the PAN card even a bit, the portal will 


completely separate individual. In some cases, some taxpayers give 
card, but do not use the sam 


ní 


COII A T Atr 


accounts. aye | 
mail address is entered by more than four taxP done 


If the same mobile number or e s 
ees 1 an tQhawrahcita uniece the reauired change i 
Scanned with CamScanner 


E = PREP 
ae o ARATION AND FILING OF RETURN OF INCOME 


For instance, in some cases 
7 3 ses, m - 
assessee, his wife, his mother hee than five returns may be filed whi 
of which assessee is the Karta oe pas in law and the Hindu ee hich may include 
é he executor of a will ided family (HUF) 


If assessee is a non-resident Indi 

. g ndian and wi ; 

require both, an India number and as to file income tax returns, assesgee will 
ign number. Pena eene ew 


-LINE FIL 
ON LING OF RETURN OF TAX DEDUCTED AT SOURCE 


jfa person paying the amount (in cash, thr 
ash, through banking channel, b iti 
, by creditingin an account 


de) on which tax i 
py any other mo ch tax is deducti ' 
ane d pay the balaniceto the Fhe alas at source, he will deduct tax at the prescribed 
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_ Time jimit for depositing the sum deduct 
7 s H eda 
Time limit for depositing the sum deducted a source (Rule 30) 
ag un der : source from various categories of payments 
1, Where the tax deduction is mad 
i Where iia as ad aNd = A behalf of the Government : 
day. production of an income-tax challan—on the same 
(ji) Where tax is paid accompanied by an i 2 dia 
end of the month in which the ae is panes challan—within seven days from the 
9, Other deductors : ' 
(i) ea the income or amount is credited or paid in the month of March—up to 30th 
(ii) In any other case—within seven days from the end of the month in which the tax is 
deducted. 
Exceptions : The Assessing Officer may with the approval of the Joint Commissioner allow 
the payment of TDS in the following cases quarterly : 
Salaries, Interest other than interest on securities, insurance commission, commission or 


brokerage (wss 192, 194A, 194D, 194H)—7th July, 7th October, 7th January and 30th April. 


The tax deductor shall furnish electronically quarterly statement of deduction of tax in the 


are 


following form : 
1. In respect of Salary—Form No. 24Q 
2, In respect of any other income—Form No. 26Q 
3. In respect of the purchase of immovable property (excluding agricultural land)—Chal- 
lan-cum Statement in Form No. 26QB. In this case, the amount of TDS a bel n - a cares 
aas : thi ic e deduction 
aE entral Government within Thirty days from the end of the monta i [Rule 302A) 
e, 
i (Rule 31A) 
> Due date of furnishing the quarterly statement f TDS: e date 
S, No Quarter ending stat July 
1, 30th June 31st October 
2. 30th September 31st January 
8. " 31st December 31st May 


4. 31st March ; were 
Note: On-line filling of TDS Statement ill be taught in the practical clas 
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